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ABSTRACT 

The TADS (Technical Assistance Development System) 
Heeds Assessment Manual is designed to guide the comprehensive review 
of Handicapped Children's Early Education Program (HCEEP) , , 

demonstration projects in identifying technical assistance needs., An 
introduction reviews the TADS technical assistance model which 
includes program planning, needs assessment, technical assistance 
agreements, delivery of services, and evaluat^^on. Section 1 reports 
on recommended procedures for preparing for needs assessment 
(including the designation of a ntfeSs assessment facilitator and 
review of the project's organizational structure and decision making, 
process). Section 2 considers procedures for conducting a 
comprehensive program review of the project's status as i^ relates to 
current accomplishments, projected accompl^hments, and tasks to be 
completed during the year. A third secti-on describes procedures for 
selecting the needs or areas in which technical assistance is , 
desired, refining the selected needs into technical assistance need 
statements, arranging the technical assistance needs in priority 
order from most to last important, and developing a plan to address 
each technical assistance need. A final section briefly offers 
suggestions for preparing the summary report, summarizing the 
process, and returning the appropriate materials to TADS. Attachments 
make up the remainder of the document a|id include procedures for 
handling needs assessment information, an HCEEP demonstration project 
profile! needs assessment instrument, an HCEEP model development 
guide, and esample of a rated profile page, an HCEEP demonstration 
project profile summary page, an example of a memorandum of 
agreement, an example of a technical assistance agreement work sheet, 
an example of a technical assistance activities sequence, and a 
stumnary report form. (SW) 
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PREFACE 



The TADS NEEDS ASSESSMENT MANUAL was designed as a guide to 
the comprehensive review of Handicapped Children's Early 
Education Program (HCEEP) derponstratlort projects for the 
purpose of Identifying technical assistance needs. The 
manual provides: 

1. a description, background, and overview of the TADS' 
technical assistance process; 

2. recommended procedures ' for conducting a comprehensive 
program review and Identifying areas needing change; 

3. procedure^ for selecting those needs or areas In 
which technical assistance from TADS would be bene- 
ficial; 



A. guidelines for developing the tentative technical! 



It Is hoped that this manual t^alqrtg with its supplemental 
material, wilt ^il so aid In program planning and model- itleyelop 
ment* staff development, and progress report writing. 




5. procedures for summarizing the needs assessment 
. f process. 
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BACKGROUND 



In 1968 Congress created the Handicapped Children's Early 
Education Program (HCEEP) with the goal of encouraging the, 
development of local and^state services. for handicapped 
preschoolers andthelr families. Under the law, grants are 
awarded to public and private .nonprofit agencies to establish 
and operate projects for special children. These programs, • ^ 
>nown as "demonstration projects," are models which other 
agencies can use In developing services for their preschoolersr 
The law also authorized grants to state education agencies to 
develop statewide programs for youn^ handicapped children. 
These grants are called State Implementation Grants; or "SIGs." 
The Office of Special Education (OSE) in the U.S. Department 
of Education is charged with administering the program and 
Is committed to providing the resources needed to make MCEEP 
as effective as possible. 

TADS (Technical Assistance Development System) and WESTAR 
(Western States Technicial Assistance Resource) were established 
and funded by OSE to provide assistance to demonstration ^ 
projects and SIGs. Together, these three agencies offer a 
supportive environment and promote the development of a sense 
of community among all of the clients receiving assistance, 
who are collectively referred to as the HCEEP or First Chance 
Network. TADS is a p^rt of the Frank Porter Graham Chl.ld 
Development Center at the University of North Carolina at 
Chapel Hill. TADS provides technical assistance to demonstra- 
tion projects and SIGs lt)cated east of the Mississippi River, 
excluding Mississippi and Illinois; WESTAR, its sister agency, 
serves ttjie Western United States. 



The term "technical assistance" (TA) refers to a. particular 
role that TADS and WESTAR fulfill in the HCEEP Network. The 
role is that of a comprehensive, continuous, non-evaluative 
helping resource. TADS and WESTAR assist HCEEP projects and 
SIGs In managing their programs and accomplishing their goals 
more effectlv^y through a broad range of systematic support 
services. Through technical assistance, HCEEP programs have 
access to expertise not available locally and to materials , , 
designed specifically for their needs. They also have increased 
opportunities to collaborate and share information with each 
other. The technical assistance services of TADS and WESTAR 
are available at no cost to HCEEP programs. 



OVERVIEW TO THE TECHNICAL ASSISTANCE CYCLE 



The heart of TADS' technical assistance model Is the Technical 
Assistance Cycle (TA Cycle), This system for delivering services 
has five sequential, interlocking phases as shown in the illus- 
tration below. 



The, Technical Assistance Cycle 




TADS uses this cycle in providing services to HCEEP projects. 
I,t is a yearly cycle. Each project participating in technical 
assistance experiences three of these cycles during its three 
years as a demonstration project. 



Program Planning 

Program planning is the first step in the TA process. A project 
requesting technical assistance specifies plans in each area of 
endeavor, thereby ensuring that TA resources are distributed 
appropriately and that emphasis is given to the most important 
parts of the program. Through this process an understanding of 
the project's program is gained; this helps determine which 
components need technical assistance. 



If a project did a good job of planning when its proposal was 
written, or has good planning skills within its staff, the 
program planning phase of the TA Cycle passes quickly. If 
program planning. has been difficult for the project, or pro- 
gram changes are necessary, technical €(ss1stance services 
may be requested for this area and individualized services ^ 
delivered, A "Program Planning Workguide for HCEEP Demonstra- 
tion Projects" has been developed as an instr'ument to facilitate 
planning efforts. The workguide, which has been distributed 
to projects and needs assessors, may be used as a prelude 
to the heeds assessment. 



Needs., Assessment 



The needs assessment phase is tied very closely to the program 
planning phase of the TA Cycle. TADS has determined that 
needs assessment must have the following intents: 

1. A systematic needs assessment process! is essential to 
identify effectively technical assistance needs. 

2. A needs assessment toust occur before extensive individ- 
ualized technical assistance is provided. 

3. Technical assistance needs can best be identified by 

c a comprehensive program revfew and ' an, interactive process 
between' the technical assistance provider and client. 

' 4p The roles, responsibilities, and expectations for the 

provision of technical assistance must be clarified 
^ during the needs assessment process. 

5. A needs assessment must establish and/or enhance a 
trusting relationship between the technical assistance 
, provider and the technical assistance recipient. 



The needs assessment process as developed by TADS has three 
key characteristics: (1) it is more responsive than directive, 
i.e., the project takes the lead in identifying technical 
assistance needs with TADS providing a structure for systematic 
examination of needs; (2) it is comprehensive, i.e., it takes 
account of all parts of the project's program and all services 
that TADS can provide; and (3) it is confidential, .i.e., only 
the services provided to th§ project are , required to be reported 
to the funding agency (sfee Attachment 1 on page 45). 



Technical Assistance Agreements 



the needs assessment ''provides a 1.1st of technical assistance 
needs and proposed plans for meeting those needs. The next 
phase of the TA Cycle, the development of technical assistance 
agreements, finalizes those plans. 



The technical assistance agreement has several purposes: 

'1. clear commnication. It Is essential that plans for 

meeting Identified needs be clearly communicated through ( 
a chain of people. TJie^ technical assistance. agreement 
helps minimize the problems of unclear communication. 

2. Taek analysis. The agreement breaks the assistance 
process Into specific tasks. 

3. Identification of reeponsibilities. The activities^ 
statements In the agreement clearly designate who Is 
responsible for each activity. 

4. AooouKtahilitij. The agreement provides a mechanism 
through which each party can hold the other accountable, 
since responsibilities are clearly stated In writing. 

5. Opginization and development of tec^:nical aseieftaKi^c 
, resources. By placing needs In priority order, 

resources can be committed for the most important needs. 

6. Tirinp mcchani em for technical assistance delivery. 
Every step In the agreement Is speVled out In terms of 
time. I.e., either a deadline date or some other specific 
calendar designation Is Irldlcated, allowing projects and 
TADS to plan appropriately fort and schedule, technical 
assistance and follow-up. 

7. Revisions in technical assistance agreements. It Is 
common for priorities to change as a project progresses. 
The technical assistance agreement becomes a clear 
reference point for making appropriate changes in 
technical assistance services. 



The structure of a TADS technical assistance agreement Is based 
on the purposes listed above. A technical assistance agreement 
States the need as determined by the needs assessment. The 
target specifies which staff members of the project will be 
directly involved In the technical assistance. The focus of 
technical assistance specifies which of the foUov^ing categories 
(knowledge and awareness, skill development, product development, 
or decision/change) will be the primary focus of the technical 



6 



assistance objective. The tec^inical assistance objective 
statenent specifies the o^come expected of the, technical 
assistance plan and includes a deadline date^. ^ the technical 
assistance activities sectlo^ri is the essence of the agree- 
ment. In chronological Sequence, each activity in the plan 
is described and the r-^ponslbil Ities of both TADS and the 
client are spelled out^n terms of "who does what by when," 
The technical assistance documentation section specifics the 
documents and reports that TADS will collect In monitoring 
the technical assistance activities. It does not describe 
evaluation plans for assessing the impact of the assistance. 

To develop the final "Memorandum of Agreement," TADS uses the 
needs assessment report which includes the "Technical Assis- 
tatice Agreement Work Sheets" ^nd the "Sequence of Technical 
Assistance Activities." A ratification committee at TADS is 
then assembled .to review, revise, and refine the agreement(s). 
Sometimes TADI resources will not be sufficient to meet all 
the needs identified. In this case TADS can first address 
those needs that the project considers most importartt by using 
the priorities that have been assigned to each need. After 
ratification, TADS will send the project two copies of the 
"Memorandum of Agreement" for review. Once the project stgns 
one copy and returns it to TADS, the delivery of services can 
begin. The second copy is retained for the project files 



Del 1vQry of Services 

TADS provides services to projects through several delivery 
mechanisms: on- and off-site consultation, project visitation,, 
review and critique, information services, small group technic 
assistance meetings, printed materials, anH topical workshops., 



On- and off-site consultations are the most often used delivery 
mechanisms. TADS recognizes the necessity of selecting appro- 
» priate resource people to give assistance If quality technical 
assistance services are to be maintained. Consultants or 
other resource people come from one of three groups: univer- 
sities and public or private agencie's-j- directors and staff 

members from other HCEEP projects, and TADS staff members. . 
When it seems appropriate, services from outside these three 
groups are arranged to provide assistance to the projects! 
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Some identified needs are met each year by facilitating the 
visitation of a project staff member to another project. The 
rationale for using this technical assistance delivery method 
is based on TADS' practice of using, the HCEEP network projects 
as resources to each other. Visiting an established project 
with ongoing services to children and parents provides the 
visitor. with a look at comprehensive services, and accompanying 
materials and staff. Seeing alternative early childhood models 
. can help a project's staff develop or refine i ts ownnmodel . 

TADS staff members and outside consultants, in response to 
the terms of the technical assistance agreements, review and 
critique various written documents of the projects. Such 
' materials include program plans, evaluation plans and pro- 
\ cedures, curriculum^ guides, and dissemination materials, as 
well as audio-visual prese/itations. 



Many technical/assistance needs are addressed through the pro- 
visiom of information services ^ Finding' and matching Information 
resources to the Individual'prAject's needs requires several 
sequential steps to ensure thai the information ^provided is 
useful. Several resour<:es areWrawn upon: formal searches 
using ERIC, other information systems, the TADS resource library, 
consultants, TADS staff, "anT^ TADS file on past information 
searches, 



Some of TADS*^ activities result in printed materials that assist 
the projects in developing and managing their programs. These 
publications are developed for wide dissemination on topics of 
interest to a large segment of the HCEEP Network. A quarterly 
newsletter, EMPHASIS , is published to fill the need for intra- 
network communication. 



When many clients have similar. needs, they can be addressed 
in a small group technical assistance meeting . Usually, four 
to twelve projects participate in these small meetings whkh 
may have either a consultation or awareness focus, A topical 
workshop is another vehicle which provides an excellent set- 
ting for projects to share ideas and information with each 
other; these gatherings involve a larger number of projects. 
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Evaluation , of Tectrnlcal Assistance 



Evaluation of assis"tance plays an important part in the Technical ' 
fl^ Documentation and evaluation activities are 

jtemployed routinely by TADS for planning future technical assistance 
services. The information helps kefep technical assistance services 
to individual projects continuous and sequential, and assists in 
tracking the effect of technical assistance services'on the entire 
group of HCEEP projects 



Ifi£ descrirtion which follows provided a concise ^iirimary of ^ 
the Needs Assessment process and products and may : ^ 
reproduced for distribution^ " V; . . 
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TECHNICAL ASSISTANCE DEVELOPMENT SYSTEM 
NEEDS ASSESSMENT: A BRIEF DESCRIPTION' 



I. 



DESCRlPTrON OF Needs Assessment ! Needs assessment is the first step taken each 
yMr7 1 n tne TAPS appf^^ for the provl slon of teGl|n1ca1 assistance services.. TADS 
has determined that any form of . needs assessment must address the following Intents: 

I* ' A systematic needs assessment process Is essential to Identify effectively, 
technical assistance needs. . ' 

2« A needs ifssessment must occur before extensive Individualized technical* 
assistance Is provided. ; 

3. Technical assistance needs can best be Identified by a comprehensive program 
review ajid an Interactive process between technical assistance provider ^nd 
client. 



4. The role 



, responsibilities',. and expectations for the provision of technical. * 



asslstande must be Clarified during the needs assessment process. 

5. A needs a^essment must establish and/or enhance a trusting relationship between 
the technical assistance provider and the technical assistance recipient. 
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Using a %tX of reconmended procedures* a needs assessment may be conducted by the project 
. staff, with or without the assistance of a 9*3lned needs assessor. It Is expected that 
this process will take approximately two days. One person on the TADS staff will be 
available by phone during the s.chedu1ed two days to answer any questions that may arise. 

n. AcTiviTrEs/TASKS TO Accomplish A Needs Assessment ! The following sequence 

outlln^ those activities that ^ re suggested for preparation. Implementation, and follow«up 
of the needs assessment. r 

A. PREPARATION ACTIVITIES: 

1. TADS and project director Confirm the dates that the needs assessment will be • 
conducted and 4rfho will be available fit TADS^ during those dates. 

2. TADS mails the "TADS Needs Assessment Package'* to the project and needs assessor 
four weeks prior to the scheduled dates. / 

3. TADS contacts the project to clarify the procedures and expectations of the 
suggestied needs assessment strategies. 

4. The project gets drganlzed to Implement the'.Aetds assessment. 

B. NEEDS ^ASSESSMENT ACTIVITIES: 

1. The needs assessor and/or the project conducts a comprehensive review of their 
program's Current status using the "HCEEP Demonstration Project Profile," its ' 
grant proposal, the "Model Development^lde," and the procedures outlined In 
the TAPS Needs Assessment Procedures Manual • 

j2. The needs assessor and/or projefct; staff develop a comprehensive list of needs 
or areas of desired change and select ^those ne^ds that will be addressed through 
assistance from TADS. This list Is put in prjbrlty order. 

3. Using the (»rpcedures outlined In the manual, the needs assessor and/or project 
staff develops a tentative techT\ical assistance agreement by c^ompleting the 
necessary technical assistance^agreement work sheets. ; 

' ■ ^ ^ ' ' ^i^: , 6 . . , * 

C. FOLLOW-UP ACTIVITIES: * , . 

, T. The needs assessor and/or prpject si^nds all completed materials to TADS within 
5 working days aft€r the scheduled needs assessment. . 

2. TADS reviews all the materials provided and develops a list of ^questions, if 
any, which need clarifying. 

, 3. TADS contacts the project by telephone to clarify any questions and confirm the 
technical assistance needs. 

4. TADS develops a "Memorandum of Agreement" containing the technical assistance needs 
that were priprlty ranked by the project* The memorandum Is then mailed to the 
project for approval and signature (within two to four we^ks after receiving jbhe 
project's needs assessment materials). « \ 
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This section of*the procedures manuar provides recommendations 
for preparation activities which should enhance the needs 
assessment process* Advance planning, organization, and 
prepacation are precursors to the success of any comprehensive 
effort undertaken by any type of organization. Each reader 
is encouraged to develop a preparation plan which will address ; 
the activities -most important to their organization or project. 
The discussion below descHbes some important preparation 
activities. 



Major responsibility for facilitating the needs assessment 
should be assigned to one person on the project staff. Expe- 
rience has shown .that best results are obtained when this 
facilitator Is a person who has leadership responsibility 
in the program, for examf)le, the project director or aoordinatov. 
This person i^ responsible fof reviewing and coordinating all 
the preparation arid implementation activities. Whoever is 
chosen to act as the facilitator should have access to the - 
materials in this manual, the project's current proposal/' 
implementation plans, and other pertinent information about 
the project. The full cpoperatlon and support of the project 
and agency leadership is essential. 



Special attention should be given to the interactional effects 
'of organizational structure, leadership style, and the decision- 
making process. Review the project's current organizational . 
chart and, assess' how it relates to the organization of the 
project's^ fiscal agency. This task will he]p set the stage' 
for conducting the needs^ assessment. .Just as every HCEEP 
demonstration project is a part of a nationwide network of 
early childhood special education programs, each project is 
also part of its own agency's efforts. .An understanding of 
why the HCEEP proposal was submitted, and how it relates to 



DESIGNATING A NEEDS ASSESSMENT FACILITATOR 



REVIEW THE PROJECT '.S "ORGANIZATIONAL STRUCTURE 
AND DECISION-MAKING PROCESS 
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The decisiDn-making process used by the project should be 
identified and the person who has final authority and contrbl 
should be noted. Consider the process by which financial 
matters, progranmatic concerns, and personnel actions aire 
decided. An understanding of the decision-making process 
is important, since many decisions mad^ during needs assessment 
* may have a ^ma jor impact on the project's op^eration for the 
next year. 



DECIDE WHO SHOULD PARTICIPATE 
IN WHAT PORTIONS OF THE NEEDS ASSESSMENT 



TADS recommends that as many of the- project staff members be 
involved in as mtich of the needs assessment as possible. It 
may also be important' to include other agency personKel, . 
including the chief or associate administrator. The benefit 
of including all project staff members and selected other 
agency staff is that people with different orientations or" 
emphases can often provide additional insight into project 
activities. Also, by including as many staff members as is 
practical, group understanding and conmitment to the project's, 
goals and HCEEP purposes is enhanced. 



Consider the size of the group to be involved in the needs 
^assessment. If the group exceeds eight to' ten people^^ or if 
the time commitment for the staff is too great, consider 
subdividing the group. TADS suggest.s that all perVons he. 
involved in the introductory overview* portion of the needs 
assessment (see Section II, "Beginning the Process"). The 
other portions of the needs assessment may involve only' those 
persons who have primary responsibilities for the areas being 
discussed; or others who will be directly affected by the 
decisions that are made. 
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ESTABLISH AN AGENDA 



From TADS' previous experience, conducting n^eds assessments 
takes approximately two days. Allocate approximately one to 
one-and-a-half hours on the first day for the introductory and* 
overview discussion. The second major section of the agendd, 
comprehensive program review (see Section II)» will take 
approximately four to seven hours and should be completed, or ^/ 
be very near completion, bv the end of the first day. The 
third section, selection of needs and development of technical 
assistance agreements (see Section III), will take together 
approximately three to five hours. Each day should begin with 
a brief, 15- to 30-minute review of the tasks to be accomplished 
for that day. Schedule three or more breaks during each day, 
not including lunch, TADS etrongly veoormendJa eoheduUna and 
takvng theae breaks, since conducting a needs assessment can 
be intensive. At the end of each day's activities, conduct a 
summarization and review for approximately 30 minutes. Figure 
1 provides a sample agenda. 



Figure 1 



j Sample Arenda Foff Conducting a TADS Needs Assessment 



FIRST DAY - Introduction and Program 
Review , 



1 ' '2 nours - IffTRDDUaiON AND OVERVIEW: 

DSE; HCEEP; TAOS and Nttds Asitsitwnt; 
Purpom and Btnaffti, #nd Tha Projact 
- Major Goali and Objacttves, Staff 
RolaSf and Program Comaonants 

^5 '-^nutas - BREAK 

2 nour% PROGRAM REVIEW: Servlcas for Children 

and Parents Comoonents 

^ hour — LUfJCH 

^ we hojrs progW review: Staff Oavelopmant 
and Demonstration, Dissemination, 
and Contljnuatlon Components 

S 5 ^inuUi — BREAK 

>iOMr ^. PROGRAM OEVIEtf: A(toHn1itrat1on and 
Management Component 

? tr 1 hour SUMMARY AND REVIEW: Develop Lilt 
Of Areas of Desired Change for 
Forthcoffling Year and Check for 
Completeness 



Development OF Tentative Technical 
Assistance Agreements 



U2 hour REVIEW AND INTRODUCTION 
1 ^ou'' • SELEC"^ NEEDS BEST ADDRESSED WITH A 



TADS 

IS minutes » BREAK 



STANCE FROM 



1 hour DEVELOP ^EltJATlVE TA: AGREEMENTS : Needs Statement. 
Focus, Target(s), Deadlines, and Dbject1ve$(s) 

1 hour LUNCH , 

1 )/2 houfs DEVELOP TENTATIVE TA AGREEMENTS: Select TA 
Activities, Sequence Activities, and Provide 
Qualifying Conrents 

15 minutes --BREAK 

1 )/2 hours - SUWARY AND REVIEW: Review Alt Tentative TA 
Agreements for Completeness and Clarity. Re- 
view, "Next Steps," Summarize Entire Two Days, 
and Complete TADS Evaluation Forms 
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SELECT THE' TIME AND LOCATION 



The needs assessment facilitator should confer with all those 
involved to select the calendar dates which afford the best 
opportunity for involvement by the most people. Consider 
the availability of any outside consultants, such as the TADS- 
trained needs assessor and agency leadership personnel. 
Every effort should be made to ensure that each- person partic- 
ipating in the needs assessment has cleared his or her calen- 
dar and substitutes are arranged for as necessary. 



The needs assessment facilitator should select a cTomfortable 
working environment which provides adequate space for waiting 
and reviewing materials. A seating arrangement which facilitates 
group discussion, such as a round or conference-style table, 
should be used. 



CLARIFY ROLES AND EXPECTATIONS 



Clarify with th6 staff the roles they are to play during 
the needs assessment process. There are several ways this 
may be accomplished: schedule a short staff meeting on the 
topic or include the topic in a regularly scheduled meeting; 
assess the project staff's perceptions and expectations, and 
provide information when necessary; and provide all project 
staff with written pre-meeting information. Review the 
decision-making process of the project which was discussed 
earlier. Familiarize staff members with the value of an 
annual needs assessment, emphasizing that (1) an annual 
program review/needs assessment can be very helpful in estab- 
lishing or reaffirming goals and getting group commitment, 
(2) a comprehensive program review helps the entire staff see 
the program as a cohesive entity, (3) the review procedures 
and resources in this manual provide an outside reference for 
expectations, and (4) this needs assessment provides an 
opportunity to open lines of communication. Explain to the 
staff that a qualitative/comparative program evaluation is 
not an expectation. While resources and procedures described 
in this manual do provide an opportunity to review and reflect 
on the strengths and weaknesses of the project, an absolute 
comparison standard is not set forth. 
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PROVIDE PRE-MEETING INFORMATION 



Once the needs assessment facilitator has been selected, an 
agenda established, and the dates selected, TADS recommends 
the following materials be provided to each person who will 
be Involved In the needs assessment: 



1. A copy of the developed agenda which also Indicates 
the dates and location af the meeting rooms. 

2. A copy of the one-page description of a needs assessment 
titled "Needs Assessment: A Brief Description." 

3. A list of roles and expectations for the project's needs 
assessment* ^ 

4. A copy of the '^HCEEP Demonstration Project Profile*" 
5^ A copy of the "HCEEP Model Development Guide," 



6. A copy of the project's goals and objectives from the 
current program proposal. 



Once the above preparation activities have be^n completed, the 
pro ject-^ staff members are ready to begin the actual needs 
assessment process. 



— ^nJ 
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SECTION ll 



Program Reviewj'M# 
Recommended Protpdures for Conducting a 
Comprehensive Needs Assessment/Program Review 



This section of the rnanual recommends procedures for conducting 
a comprehensive program review of the project's status as It 
relates to current accompli shments* projected accompli shmentSt 
and tasks to be completed during the year ahead • The major 
outcome of this process Is the development of a comprehensive 
list of areas of desire* change or need. As was Indicated In 
Section I, this program revljew consumes the major portion of 
the first day or may even extend Into the second day of the 
two-day needs assessment, t 



As was Indicated in the\:preparat1on section of this manual « 
the first Itefn of the needs assessment agenda Is an overview 
of^TADS. the Office of Special Education (OSE)/HCEEP. and 
needs a^^ssessment. Information ^bout all of these topics Is 
contained In the "Introduction" section of this manual. The 
needs assessment facilitator should review this background 
Information and present a synopsis to all thpse Involved In 
the fieeds assessment, {No^^: If a TADS-tralned needs assessor 
Is facilitating the needs assessment, Ithls presentation* may be 
made by that person. The needs assessor will also be respon* 
sible for assisting with all other needs assessment activities,} 



On addition to this background Information, there are several 
other topics which should be discussed during the Introductory 
time on the first day of the needs assessment. Discuss the 
specific rationale for conducting the needs assessment. This 
discussion should Include the specific purposes and benefits 
of a needs assessment which apply to the projects Review briefly 
the major program components or divisions, staff roles, and the " 
major goals/objectives of the project as they are currently 
being Implemented, The discussion should Include how each of 
the project's program components fits under the five components 
In HCEEP Demonstration Project Profile (see Attachment 2 on 
page 49). The five components of the Profile are: 

"1, Seroiaea for Children • This component Identifies the 
tasks related to providing services for the project's 
children, both direct and supplemental' (e,g,, locating, 
screening, and admitting children; lEP development; 
curriculum development; classroom procedures; and so 
forth). 



.BEGINNING THE PROCESS 
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2., Services far Parents • This component identifies the 
tasks related to the project's program for parents, 
other family members, and/or primary caretakers. 

3. Staff Development This component identifies tasks 
related to the professional development of the project 
staff . The distinction should be made between this 
component and training programs that the project may 
be planning or implementing for other professionals 
not on the project staff. 

4. Demonstration J 'Dissemination^ and Continuation - This 
component Identifies tasks related to the project's 
plans for\ impacting on people outside of the project 
{e.g., the community-at*large, state-level decision- 
makers, and other professionals). It also identifies 
tasks that deal With continuation funding beyond the 
thr&e years of OSE support. 

5. Administration and. Management - This component Identifies 
tasks related to the overall organization, administration, 
and management of the project, including program planning^ 
personnel [natters, physical arrangements', financial 
administration, evaluation planning, record keeping, 
report writing, the advisory board, and coordination with 
other agencies. 

Of course, the final task to be addressed during the introduction 
phase is to review all the tasks/activities on the agenda and who 
wIlT be participating in which activities. 



There are three resources which should be used to assist the 
project staff in conducting a comprehensive program review. 
These resources are: 

1 . HCEEP Demonstration Project Profile; A Needs Assessment 
Instrument developed by the staff of TADS and WESTAR 
(hereafter this instrument will be referred to as the 

. Profile , see Attachment 2 on page 49). 

2. HCEEP Model Development Guide develo^pflby Dr. pavid J. 
Rostetter, HCEEP Project Officer in tire Office of Special 
Edudation (see Attachment 3 on page 89). 



PROGRAM REVIEW RESOURCES 
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3, The (iroject's current grant proposal which describes 
goa1s» objectives^ and implementation plans. 

All of these resources are similar since they all have the common 
purpose of specifying plans and procedures for the development of 
an HCEEP d&nonstration project; yet each resource document has 
sofne unique information or recommendation. 



Using the HCEEP Demonstration Project Profile 

The Profile should provide an extensive review of the project. 
Prior to reading the supplemental instructions listed below, 
briefly review the general instructions and tasks which are 
contained in the Profile itself. 



Understanding the Items on the Profile . Each item on the 
Profile represents a specific task that most HCEEP demonstration 
projects may need or want to complete by the end of the third 
year of funding. Every item in the Profile is not relevant to 
every project . The Intent of the language in each item Is to 
capturfe those tasks which are applicable to all HCEEP Demonstra- 
tion Projects. Every effort should be made to relate conceptually 
the items to the individual project^^s goals and objectives. 



Adding Items/Taskg . Since each project is unique, space is 
provided at the end of each section to describe other tasks 
that the project intends to complete but are not included in 
the Profile . If additional space is needed^ pages may be added. 
These additions are rated Just as other items are rated. 



Understanding the three phases in each component of the 
Profile . The Profile has five components, and each component 
has three phases; Conceptual ization ^ Implementation ^ and 
Evaluation . These stand for three distinct aspects of program 
development. Conceptualization refers to the planning phase 
of program development. Tasks in this phase focus on developing, 
clearly delineated plans jind procedures, and also on capturing 
those plans in writing. For example, item nuiAber 6 in the 
"Services for Children" component of the Profile indicates that 
"the project has a written statement of and/or clearly delineated 
plans aifd^procedures for admitting children into the program 
(including established admission criteria)." Impl ementation 
re^§r^to tasks involved if] carrying out tfie plans of the project. 
For example, item number 21 in "Services for Children"^ indicates 
that "the project has admitted and is currently serving the 
number and type(s) of children specified in its plans." Some 
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Implementation ^asks are "one-time" In nature, but most are 
ongoing for the life of the project. Evaluation refers 
specifically. to data collection tasks fow each component. For 
\ /Example, Item number 33 In the "Services for Children" component 
Indicates/ tli'at "data are beirjg collected to document that -the 
criteria for selection of children for project services have 
Been established and are being followed." As may be noted, 
some tasks appear in both the conceptualization anc| the imple- 
mentation phases. It may be helpful to keep the following 
distinction in mind: conceptual ization. tastes ask, "Do you have 
plans?" while implementation ones ask,^ "Are you carrying out 
your plans?" It may be helpful to move back and forth freely 
between the two phases while working through each component. 



Understanding hbw program evaluation tasks are treated in 
the Profile . Program evaluation is not a sepjarate program 
component in the Profile as arje, for example, "Services for 
Children" and "Staff Development.*' Rather, the suggested data 
for documentation for each program component are addressed by 
the tasks in the evaluation phase of that component; Additionally, 
the process of developing and carrying out an evaluation plan is 
addressed in the "Evaluation Planning" section of thp "Adminis- 
tration and Management^ component. Looking at botn 'iets of tasks 
will provide a review of the project's evaluation plans and 
activities. 



Understanding and using the Profile rating scale . The scale 
used on the Profile was designed to provide a project with several 
types of information: 



1. Which tasks'are relevant tpf.^e project and which are not. 

2. What is the current stati)^ of each task. 

3. Which tasks need to be addressed during the current 
funding year. 

4. Which tasks may require technical assistance and which 
may not. 



Every taak in the Profile ie ^ot relevant to every project j ^ 
therefore^ the firet etep in rating one iQ to determine if it 
ie Bcme thing the project needs to do. 
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Rating the project ''s current status on each task requfres. a 
Judgment as to whether It Is completed or not. Some suggestions 
for makjng those Judgments follow. . When rating a conceptual* 
Izatlon task consider It complete If a clear set of plans and 
. procedure^ has been developed, even, If those olans could change 
based upoiMut^her experience. However, If those plans are. not 
written and should be, rate th^ task partially completed until 
the plans have been captured In writing. When ^ratlng an 
Implementation task consider It complete If all plans and pro- 
cedures are operational, even though they may actually continue 
for some time. , However, If some aspect of the plans has not 
occurred yet, rate the task partially completed. When rating 
evaluation tasks consider them complete when data collection 
procedures are fully operational and all data has been collected 
as planned to date. 



Each task on the Profile ^hat Is Judged to be relevant ta the 
project must actually .be rated twice. The first rating sppm 
the current status of the task, and the second shows the d'es^lred 
status at the end of the current funding year. Both ratlags 
for each task are to be made before consideration of the next | 
one. Any desired change In sta:tus Is to be noted as a project 
need for the year, but not moeaaoHly as a technioat oaaiBtanoe 
need. Most project needs(can be met through a prlbject*s own 
staff and resources. Howe^ver, If It Is determined that the 
project may need ^outside" assistance to bring about the desired 
change In status, then the task Is to be marked as a technlcaV x 
assistance need. Attachment 4^7x0 page 97 Is an example of a ^ 
rated page, from the Profile . SecXT&h III, "Agreements i^". will 
desci^l-be how to deteonlne which needs are best addressed with 
assistance from TADsX,.,..^^ S 



Summarizing the Tasks Identified o", the Profile . After the 
entire Profile has been rated, the HCEEp Demonstration Project 
Profile Summary Page (Attachment 5 on page 101} may then be com- 
pleted according to the directions on the form. This summary 
page can provide a visual representation of how all tasks 
Identified a$ having the status of **des1red change** nxq/ cluster 
(Including t^sks to be addressed with or without **outs1de" help). - 
These clusters may be across program components (Services for 
Children, Parents, etc.) ahd/or across program development phases 
(conceptualization. Implementation, and evaluation). If a cluster 
Is obser^red, then a general area of desired chaiTige may be Indi- 
cated. For example. If many task riumbers are circled In the 
evaluation phase across most of the program components, then one 
area of desired change may be selecting and gathering the appro- 
priate data to document the program activities In designated 
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areas. Another example could be, if'task numbers associated 
with IEP*s are circled in the "Services for Children" component 
across all three program development phases, then^this area of 
desired change could be listed as lEP development,' implementation, 
and evaluation. . 



Using tfie HCEEP Model Dev el bpinent^^uide ^^ ^ • 

The HCEEP Model Development Guide (Attachroent ^> on page 89) 
was developed by the Office of Special Education's HCEEP section 
to provide an approximate time sequence of activities necessary 
for development of an educational model The Guide is divided 
into six-month intervals for the full three-year funding cycle. 
As may- be noted ton the Guide , there are eight "model components" 
(e.g.;, conceiDtualization, target population, and intervention). 
These components serve as project foci and are developed through 
a sfiecific set of processes, termed "management function's" (e.g., 
program planning, program implementation, program evaluation^ 
and modification). As may be noted, the various tasks specified 
In the Guide are similar to tasks sp^ifAed in the Profile 
(see previous discussion). Th^ Guide ^s organized differently 
from the Profile and provides a time sequence;" therefore, the 
Guide may be helpful in identifying additional tasks that may 
nfeed to be addressed by the project and may also provide an idea 
of when the task shdu Id be addressedo 



Using the Project's Grant Proposal \ ^ T\ . ' - 

■' s. ■ ■ ' ' 

The project's original grant proposal is a Very impbrtant resoyrce 
to use during a program review/needs assessment. 'It is this , 
document which specifies the exact plans and procedures tRat the 
project will pursue during the threis years of funcling from HCEEP, 
GraDt proposals usually contain goals and objectives, descriptions 
antr justifications for program activities, a timetable for imple- 
mer>fation, and other important information. During the program ^ 
reviewi carefully analyze the program plans as described in the V 
proposal to ensure that all tasks that nfeed to be completed for 
the upcoming year have been discussed. This analysis, probing, 
and discussion of the grant proposal will help ensure that every 
impprtant aspect of the project has been addressed. 
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AREAS OF DESIRED CHANGE 



The list of clH the tasks identified during the program feview 
could be quite extensive. It is important to cluster the tasks 
Into areas of common concern to make the list more manageable. 
The following suggestions may be hielpful in collapsing ther tasks 
into Areas of Desilred Change . 



Ortly those tasks which the project is going to pursue during 
the current year (12*month period) should be listed. The^ method 
previously described for summarizing the tasks identified on the 
Profile should be used. Once all the tasks identified have| been 
reviewed^ they should be grouped acbording to their focus. 1 For ^ 
example, there are a number of individual items in all three 
program review resources which deal with the curriculum for the 
intervention population (e.g., curriculum selection^ acquisition 
of curriculum materials, curriQulum approach adopted and refined) 
These tasks could all be listed under one area of desired change: 
"overall curriculum development and implementation." Finally, 
the list should be divided into two parts: 

1. Those areas of desired change that can be addressed by 
the project staff members themselves. . 

2. Those areas of desired change that may require "outside" 
assistance. 

Keep in mind that TADS is not the only "outside" resource that 
may be used to address a technical assistance need or area of 
change. Some examples of other resources that may be used are: 
the OSE staff, especially the project officer; local consultants; 
and other persons within the project's agency. 



The following section, "Agreements," discusses (1) ways to 
determine which areas of desired change/project needs are best 
addressed with assistance from TADS and (2) how tp select and 
/specify the services desired. 
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SECTION III 



Agreements: 

Recommended Procedures for Developing Tentative 
Technical Assistance Agreements 
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This section of the manual provides procedures for (1) selecting . 
those needs or areas In which technical assistance is desired; 
(2;) refining the selected needs into technical assistance need 
statements; (3) arranging the technical assistance needs in 
priority order from most Important to least Important; and (4) 
developing a plan to address each technical assistance need 
(a tentative technical assistance agreement). Including the TA 
objective and the activities/strategies for meeting that objective. 



IDENTIFYING TECHNICAL ASSISTANCE NEEDS ' ' 

When the tasks in the Profile were rated during "Program Review," 
a list of needs was dpviToped, and those needs requiring "outside" 
assistance were pinpointed, After reviewing the technical - 
assistance needs, the next step is to decide which needs can ' 
best be addressed by TADS, The following information should be 
'kept in mind when deciding what TADS' Involvement should be. 

1, The nature of each need, including the tasks which would 
address the need and the time and resources that would 
be committed to meeting the need. If a particular need 
is extensive and requires a major commitment of time, 
effort, and resourced, TADS may only be able to address 
a portion of the need. 

2, The relative Importance of the need to the project. 
Consider whether the need is (a) critical (.essential to 
the success of the project), (b) Important (but not 
critical), or.(c) desirable (but not necessary to the 
success of the project), 

3, Other resources the project has, both in terms of money ' 
to purchase "outside" assistance and the availability 
of local resources that may be obtained at no cost (or , 
perhaps through exchange of services)* , Consider how a 
need may be addressed through a combination of TADS and 
other resources, 

.{ 

4, The best time for the assistance to be delivered. If 
the assistance is needed immediately (within the next 
six to eight weeks), then TADS is probably not the best 
resource. The process of identifying, matching, scheduling, 
and preparing for an individualized technical assistance 
service takes time, usually six to eight weeks from the 
time of the final negotiated riequest, {Note: A small 
number of urgent requests can be handled,) 
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5. The types and ranges of individualized services that 
TADS can provide. (See below.) 

6. The maximum assistance that TADS can provide and the 
approximate number of needs that an average agreement 
contains. (See below.) 



TYPES AND RANGE OF ^ 
TECHNICAL ASSISTANCE SERVICES PROVIDED BY TADS 



The assistance TADS provides to projects may be, divided into 
two basic groups: (1) individualized services which are nego- 
tiated and facilitated through the use of the Technic^ 'Assistance 
Agreements; and (2) other types of services which are not 
contained in agreements (e.g., TADS- and WESTAR-developed printed 
materi^s, newsletters, and topical workshops). 



Choosing individualized services to be contained in Written 
./ ' agreements is of primary interest here. TADS 'can provide assistance 

in any of the tasks contained in the HCEEP Demonstration Project 
^' Profile . Keep in mind that TAD? draws its technical assistance 

resour;ces from a large pool of consul tants and programs acrqss the 
CQuntry. Also, TADS' assistariije isr provided at no cost. The 
services of TADS can b'e provided in the following ways: 

1. ON'-SITE CONSULTATION - This delivery strategy^ lows a 
consultant(s) to visit a project and address an individual 
need. A systematic approach is used to prepare, implement, 
follow up, and summarize the consultation. 

2. OFF'-SITE CONSULT/ITION - This delivery strategy is basically 
the same as on-site consultation; the difference is that 

a designated person(s) from a project staff visits the 
consultant. 

3. PROJECT VISITATION This strategy involves one or more of 
a project staff visiting an established program which has 
ongoing services in order to observe the delivery of 
comprehensive or specialized services, to interact with 
Some or all of the visited program's staff, and to review 
and observe program-developed materials and physical 
facilities. 

4. SMALL GROUP TECHNICAL ASSISTANCE MEETINGS - This delivery 
Strategy provides the opportunity to combine a positive 
aspect -of group meetings* -the opportunity to share and 
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solve problems as a grdup— and the major benefit of ^ i 
Individualized consu1tat1on--the opportunity to work r^>^ 
on a specific need with an Individual resource person. ^ 
To maintain the small group atmosphere, between 5 to s v 
7 projects with a similar need are usually Involved in 
a meeting. Consultation Is provided In groups and 
Individually. Each year a list of. proposed small group 
meetings Is distributed with the Needs Assessment 
IJjckage. 

^. Rr/IEW AND CRITIQUE CONSULTATIONS * This Strategy employs 
a consultant to review and critique a product In develop- 
ment and to provide a written report Indicating recommen- ^ 
datlons. The product may be In either a first draft/ 
planning stage or nearing the final draft when the review ^ 
and critique Is provided. Products benefitting from such 
reviews Include written documents (e.g, program plans, 
brochures, evaluation plans, and curriculum guides) and 
multi-media packages (e.g., slldetapes, videotapes, and 
other media presentations). 

6. INFORMATION SERVICES - This delivery strategy Involves 

finding and matching Information resources tp an Identified 
need. Information resources Include previously developed 
annotated bibliographies. Individualized computer litera- 
ture searches, sample materials foi^^vlew purposes, and 
referrals for other Information. This strategy does not 
Include the purchase of materials by TADS for the project. 



DETERMINING tHE TECHNICAL ASSISTANCE 
TO BE DELIVERED BY TADS 



Past experience Indicates that, for any project, TADS is usually 
able to support assistance for three to five needs with their 
associated activities. The extent of services requested to 
address an individual need as well asithe type of delivery 
mechanism chosen will affect the number^af needs that may be 
addressed. For example* the costs of providing small group 
technical assistance meetings are relatively high. If that delivery 
strategy were chosen for all the needs in a technical assistance 
agreement, only two needs could be addressed. 



The TADS staff members bear the primary responsibility for costing 
the agreement and ensuring that there will be resources available 
when the time comes for the assistance. If It is necessary to 
change the number of neecis that TADS can address, the project 
will be contacted to negotiate the change. 
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TENTATIVE TECHNICAL ASSISTANCE AGREEMENTS 



The "Tentative Technical Assistance Agreements" are the final 
product of the needs assessment. They provide the basic infor- 

/ rhation that will be used to develop the "Memorandum of Agreement" 
(Attachment 6 on page 105). This agreement is between a project 
and TAOS and describes, as clearly as possible, the technical 
assistance services to be delivered by TADS. Since the information 
contained in these agreements must be communicated to several 
persons (the. project staff, TADS TA Cbordinator, and ultimately, 
the per'son who will be providing the assistance). It is imperative 

. that the individual agreements be logically and clearly written. 



A Tentative Technical Assistance Agreement consists of two forms 
for each identified need: (1) the "Technical Assistance Agreement 
Work Sheet" and (2) "Sequence of Technical Assistance Activities" 
(Attachments 7 and 8 on pages m and 115). 



Each form has a bol at the top called the "Need Priority Number." 
This number indicates the importance of a specific technical 
assistance need in relation to others. All technical assistance 
needs requested to be addressed with assistance from TADS muat 
be rank'-ordered from moat important (ti^) to least important. 
The rank order allows TADS to address those needs the project 
considers most important, in the event that TADS cannot address 
all the technical assistance needs a project requests. The 
need priority number of the sequence of activities work sheet 
should be the same as the number of its corresponding technical 
assistance agreement worksheet. If there are several needs to 
rank (more than five) it is suggested they be rank-ordered before 
developing the agreement. Otherwise the needs can be rank- 
ordered after the development of the tentative technical assis- 
tance agreements. 



Note: The priority ranking is not necessarily thexhronoldgical 
order for the completion dates of the objectives. \ 
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TECHNICAL ASSISTANCE AGREEMENT WORK SHEET 



ijfhe Technical Assistance Agreement Work Sheet Is one of two 
major forms that facilitates the development of the Memorandum 
of Agreement between the project and TADS. A quick review of 
that form (Attachment 7 on page 111) would be most helpful before 
reading the explanation of the work sheet's components. 



I. NEED STATEMENT . Each Need Statement should correspond to one 
of the needs, 4)revi[ously selected ttf be addpessed with assistance 
from TADS. Each Need Statement should begin with the words 
"assistance In" and then be completed with a -general statement of 
the project's need. 

II. FOCUS of" TECHNICAL ASSISTANCE . The Focus of Technical Assls- 
tance Is defined as the one outcome that Is most Important for 
addressing the stated technical assistance need. Each objective 
that Is to be Usted should have only ONE focus » even though the 
assistance described In the agreement could have more. If there 
Is going to be more than one objective. Indicate which focus 
goes, with which objective (I.e., objective number one's focus 
should be Identified by placing a number "1" In the blank before 
the appropriate focus). The four possible foci are: 

1. Knowledge and Awareneaa. The result of the technical 
assistance Is that the Identified target(s) (explanation 
of target[s] follows) will have new Information to use 
In planning and Implementing some aspect of the program. 

2. Skill Development. The result of the technical assistance 
Is that the target(s) will have the^ablllty to do some- 
thing; for example I write a behavioral prescription, or 

"ui56 sensory integration techniques. 

3. ^ Product Development. The result of the technical assis- 

tance Is that the target(s) will have a specific product 
that can be used (e.g., a slldetape, evaluation plan, a 
parent activities manual). 

4. Deoiaion/Change. The result of the technical assistance 
fs that the target(s) will make a decision about some 
portion of the program (e.g., select an assessment 
procedure, revise a previously developed evaluation plan). 
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III, TARGETS FOR TECHNICAL ASSISTANCE , List by title the staff 
member(s) who Is the primary reclplent(s) of the technkal 
assistance. The targets should not be the children In the 
'program, their parents, or decision makers; they are the projects 
targets, and while TADS activities may affect them 1nd1rectly,V n 
they are not targets of TADS technical assistance. \ 

IV. DEADLINE(S) . List one date (month, day, and year) foV the 
completion of each objective. If there Is more than one 
objective. Indicate which datd goes with which objective. 
Please note that this deadline \ls a completion date for accom- 
plishment of the objective. Therefore you stiould allow time 
for your Identified target(s) to process Informa^tlon, try out 
new skills developed, and so forth. Tne general time frame of 
aaeietanoe from TADS ie from NOVEMBER 2 To JUNE 30 of each year. 



V. TECHNICAL ASSISTANCE. OBJECTIVE(S) . Using the objective 
formula listed on -the form, develop a precise statement of what 
the technical assistance should accomplish. There should be one ' 
(perhaps two) objectlve(s) for each technical assistance need. 
The objective may not necessarily address the entire need, but 
It should address a portion of the need or change the need in 
some way. If you have listed a number of taihgets, you may wish, 
to use the phrase "designated project staff"; for example, "By 
March 15, 19—, the designated project staff will develop an 
evaluation plan that specifies the data to be collected and 
timelines for collection, and outlines the statistical analysis 
procedures to be used for the services for children component." 



VI. TECHNICAL ASSISTANCE ACTIVITIES . Select the most appropriate 
technical assistance delivery method or a combination of methods 
to address the need. The previously discussed Information about 
each delivery strategy and the following discussion should help 
In the decisions: 

1. Information Seroiaee. This type of delivery strategy Is 
appropriate when one or more staff members need more 
Information before they can adequately proceed to another 
activity. In the majority of circumstances. Information 
services are useful If the focus Is knowledge and awareness. 

2. On-site Coneultation. This delivery strategy Is useful 
when one ok more targets have been Identified. Receiving 
assistance ^hrough an on»s1te consultation Is appropriate 
when any of the four foci have been selected. Most 
tonsultatlons Involve only one consultant who will visit 



a project for a relatively short period of time— one to 
three days. Therefore^ the tasks described In the 
technical assistance plan should be accomplishable , 
within these parameters. An advantage of thrs delivery 
strategy Is that the consultant can meet with a number 
of staff members simultaneously, 

3, Off^Site Consultation. This strategy has some of the 
same qualities as an on-site consultation. Two other 
factors which make this an appropriate strategy to ^ 
select are^ .(a) when the potential consultant has 
limited travel time allowances, and (b) when the consul- 
tant would need access to a variety of resources and * 
materials which would be difficult to transport. Only 
In llmltedi circumstances v/IU It be possible for more 
than, one per^son on the staff to travel with TADS support, 

4, Project Visitation. If addressing the need Involves ' 
observation of an ongoing program or skllT training which 
requires materials , and resources not available at a project/ 
then a visit to another site Is appropriate. The fbci of • 
knowledge and awareness and skill development are most 
appropriate for this strategy. Travel can be supported 

by TADS for one or two staff members, 

5, Review tmd Critique Consultation. Any number of staff may 
be targeted for this strategy. The foci which are, most 
appropriate for this delivery strategy are declslon/clrange 
and product d^veloipment. To select this strategy, a 
project must have some written or audiovisual subject 
matter which needs a consultant's review and critique, 

6, Small Group Technical Assistance Meetings^ This strategy 
provides an excellent opportunity for group problem- 
solving with colleagues, information-sharing, and some 
Individual consultation. Usually TADS will only be able 
to support one person from a staff to travel to a small 
group meeting, (A list of proposed Small Group ' 
Technical Assistance Meetings Is Included In the Needs 
Assessment Package.) 




SEQUENCE OF TECHNICAL ASSISTANCE ACTIVITIES WORK SHEET 



VII. SEQUENCE OF AaiVITIES . The Sequence of Activities work 
sheets provide precise, detailed, sequential descriptions of 
the steps to be taken to meet each technical assistance objective. 
The primary purpose is to provide in chronological sequence the 
specific calendar dates for the completion of each activity, and 
the number of days of assistance and visits requested, A separate 
sequence of activities sheet exists for each type of TA activity 
(see example of sheet for on-site consultation in Attachment 8) . 
All six types of the sequence sheets have the same format ar\(jr 
show the steps involved in carrying out a particular type of TA 
activity. 



Select the sequence sheet from the Needs Assessment Package which 
corresponds to the type of technical assistanbe activity chosen 
for the TA need, and follow the directions on the sheet. If more 
tharv one objective was developed, complete a separate sequence 
sheet for each objective. An extra ^pacB exis ts on t he f o r m to 
'allt)w for individualization of the activity sequence by adding 
more activities, or by rearranging the existing ones. An example 
of an activity that you may wish to add is the development of a 
written plan that would bp sent to a consultant, prior to the. ' 
consultant's visit. ft i 



The deadline selecte4 for the completion of each TA objective 
should guide the selection of specific dates for each activity 
In the sequence. Use the deadline of the TA objective as a 
beginning point, and then "backchain" the timeline using the 
suggested time frames between activities i. If a combination > 
of delivery methods was chosen to address a technical assistance 
need, lay out the total plan using the appropriate sequence of 
activities work sheets. ' 

♦ ' 

J 

' I 

VIII. RECOMMENDATIONS, QUALIFICATIONS. AND OTHER INFORMATION . 
Use , this additlctnlal space to list any information that will be 
helpful to TADS in assistitig with this technical assistance plan-* 
for example: specific content areas, skills, expertise needed 
by consultant; specific program to be visited; or recommended 
or requested consultant. , 
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SECTION IV 



Summary and Evaluation 



Jo 



Closure to the Needs Assessment is achieved by summarizing the 
process and returning the appropriate materials to TADS. This 
fourth and final Section describes what needs to be done and how. 

SUGGESTIONS FOR SUMMARIZING 

The "Needs Assessment Summary Report" form (see Attachment 9 on 
page 119) is to be completed by the project and returned to TADS. 
In the section of that form labeled "^froject's Needs Assessment 
Facilitator," the name and title/position of the project staff 
person who had primary responsibility for facilitating the needs 
assessment shou\d be listed (e.g., Mary Smith, Project Director). 
The Needs Assessor, If one was present, should be listed on the 
designated line. The names and titles of alt people on the 
staff who were involved in the needs assessment are to be 
included. In the agenda section, list the major activities 
that were conducted and th6 time of day each was accomplished. 
For example: 

November 6, 19-- 

8:30 - 9:00 Introduction and Overview of 

Needs Assessment 
9:00 - 10:00 Reviewed Services for Children 

Program Activities 

(etc.) 

_ - _ f 
November 7. 19— 

9:00 - 9:15 ...Reviewed the Day's Agenda 

9:15 - 10:30 Selected the Needs to be Addressed 

and Developed the TA Objectives 

(etc.) 

If a written agenda for the tvio days was developed which accurately 
reflects the days' schedules, it may be attached in lieu of com- 
pleting the agenda section. r*- - 



EVALUATION 

Each project and needs assessor should complete an "Evaluation 
of Needs Assessment" fortft. This foirm, which is enclosed with 
the supplemental material, probes for accomplishments of the needs 
assessment, client satisfac4:ion with needs assessment, and other , 
outcomes which may have been generated by the needs assessment 
process* 
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HATERIALSVt» BE RETURNED TO TADS 

Prior to mailing the materials listed below, COPIES SHOULD BE 
MADE OF ALL DOCUMENTS. This precautionary measure Is strongly, 
recommended, since Items are sometimes lost In the mall. 

THESE MATERIALS ARE TO BE RETURNED TO TADS IN THf ENVELOPE 
PROVIDED: , 

1. A copy of the completed HCEEP Demonstration Project Profile 
and Summary Page , 

2. All completed copies of the Technical Assistance Agreement - 
Work $Hlets > 

3. All completed copies of the Sequence of Technical Assistance 
Activities * These should be attached to corresponding TA 
Agreement Work Sheet. , , 

4. The completed Needs Assessment Summary Report * 

5. The completed Project Evaluation of Needs Assessment Vorm . 

NEXT STEPS ? 

Once the needs assessment materials have been received by TADS, 
they will be reviewed to ensure the'lr clarity. The project*s 
Technical Assistance Cbordlnator at TADS will call the project 
within three working days after the receipt of the materials, - 
and win address any questions. Once the tentative agreement^ 
have been clarified, the TA Coordinator will develop a "Memorandum 
of Agreement." This memorandum will receive a thorough "In-house" 
review to check for clarity once again and to ensure that TADS' 
resoQrces will be available to provide the assistance requested. 
The Associate Director of TADS for Services to Projects will then 
sign the agreement and It will be m^iiled to the project for 
approval and signature* Unless special arrangehients have been 
made with the TADSTA Coordinator, TAdS will not begin technical 
assistance services described In the agreements until the "Memoran- 
dum of Agreement" has been approved, signed, and returned. Two 
copies of the "Memorandum of Agreement/Technical Assistance Agree- 
ment" are then sent to OSE along with the "Needs Assessment 
Summary Report." , 



Pleaee Note ^ 

TADS TA Coordlnatdrs a^ available for telephone consultation/ 
clarification during the Needs Assessment process for projects 
engaged 1n self«-assessment and those with an external Needs Assessor 
on-site. (Collect calls will be accepted at 919/ 907"9gg> . ) 
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ATTACHMENTS 




ATTACHMENT 1 



Handling of Needs Assessment Information 
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HANDVIKG OF NEEDS ifiSSESSMENT INfORMATION 



One of the prlticlples of the TADS pr6grdf^ Is the maintenance 
of confldentldTlty between, TADS and the programs that TADS 
serves. In Addition, OSE ha^ acknowledged the Importance 
<^^ttitS^ pp1*ie:^l^l Irfd d that TADS provide 

them with evaluative Information on Ind^idual Rrogr|»|S|^^ 
However, TADS ts- required to f^port to 0S6 regij tarty dn ' " 
the technical assistance services It provides to projects. 
Including needs assessments. 



The specific, completed needs assessment forms and materials 
used In a needs assessment reinafn at the TADS office and are 
not shared wifth any other prpjects or with OSE. These materials 

^ IrRrltfder ' ^ • , . * . - 

t 

a. The HCEEP Demonstration project Profile and Summary 
Page 

b. The TSchn teal Assistance Agreement Work Sheets and 
Sequence of Activities; Sheets 

c. The Needs Assessor's Report 

*d. The E\/a1uatfon of Neieds Assessment Form 



TADS does provide two documents to OSE as a result of the needs 
assessment. They ar6: 

a. , A Needs Assessment Sumniary Report 

b. Two copies bf thff ^tgfnfed MemorahdOm of Agreement' bety/een 
, TADS and the project. 

Both of these documents are s^nt to the project for review • 
before they are sent to OSE. V 



Finally, TADS provides OSE with summary data on the needs 
assessment of all projects, showing how needs break out across 
program areas and. by year of funding. 




ATTACHMENT 2 



HCEEP Demonstration, Project Profile 
A Needs Assessment Instrument 




TADS - WESTAR 



HCEEP DEMONSTRATION PROJECT PROFILE: 
A Needs Assessment Instrument' 



This heeds assessment instrument was developed by the Technical Assistance Development System (TADS) and West- 
ern States Technical Assistance Resource (WESTAR). It will be used with HCEEP Demonstration Projects throughout 
the United States, to assess project needs which might be addressee/ through systematic technical assistance. 
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HCEEP DEMONSTRATION PROJECT PROFILE; 
A NEEDS ASSESSMENT INSTRUMENT 



Instructions 



The purposes of this needs alssessment instrument are to: 
(a) provide a systematic review of the current status of an HCEEP 
demonstration project, (b) identify the areas in which further de- 
velopment is reeded or desired during this year^ and (c) define 
those areas in whrch technical as&i^ance can help the project make 
the. needed or desired progress. The HCEEP Demonstration Project 
Profile is divided into five major program areas: Administration and 
Management; Services for Children; Services for Parents'; Staff Devel- 
opment; and Demonstration, Dissemination and Continuation. 

.The profile examines each major program area to determine 

a) how extensively each area has Wen planned and conceptualized, 

b) the extent to which the plans in each program area are being im- 
plemented, and c) the ex ^^nt to vv'iich each program ^area is being 
evaluated. 

Tasks which are common to many HCEEP demonstration 
projects comprise the items on the profile. Additional space is also 
provided for any t^lsks not captured on the profile. Each task should 
be examined using the following steps: 



Step I 



Step II 



— Determine whether the task is relevant to the de- 
monstration project. If the task is not relevant, 
circle "0'' on the rating scale and proceed to the 
next item. ' 

If the task is relevant, rate the current status of the 
project on that task using the following scale: 

1. "V- Mustt^^Be Considered and ^Planned (The 
task is relevaQt, but work to complete Jt 
has not begun.) 



2: "2"- Task Partly Completed (Work to com- 
plete the task has been started.) 

3. "3"- Task Completed/In Operation (No addi- 
tional work to complete the task is 
needed. Work related to the task may be 
ongoing.) * 

' Step 1 1 It- If the current status of the taSk is rated either "1" 
or "2," determine whether the status of that task 
should change during this year in order for the de- 
monstration project to make needed or desired p^^o- 
gress. If a change in status is indicated, record the 
desired status in the space provided. For example, a 
task may be rated at "1" and the desired status 
fori the end of the year is "3." Record ^ 3 in the 
space provided. 1f np change in status is desired 
write NC in the space provided. ^ 

Step IV- For every task where a desired change in status has 
" ' been indicated, determine whether the project can 
make the desired progiress using its own resources, 
. or whether technical assistance will be necessary to 
achieve the desired progress. If technical assistance 
is needed, place a check ( ) in the space pro- 
vided. A technical assistance need may also be 
indicated in relation to a task that has been rated 
"3"— Task Completed/jin Operation. In such cases 
the purpose of the technical assistance would be 
to enhance the project's procedures in that task 
area. 



ADMINISTRATION AND MANAGEMENT COMPONENT 

This section deals with the overall organization, administration and management of 
the project. . , » 




Conceptualization , 

PROGRAM PLANNING 
The project has a written statement of . . . " 
t. ... the overall program philosophy. 

2. ... project goals and objectives consistent with the program philosophy. 

3. ... activities and timelines for the achievement of each goal and objective. 

4. ... the project's organizational structure. 

5. ... the roles and responsih ill lies between the project and the local fiscal agency. 

6. ... a policy for involve»nent with other agencies and projects. 

7. , regular project review. ' , , 

8. ... procedures for informed consent, due process and assurance of confidentiality. 

PERSONNEL ^ 

The project has a written statement of and/or clearly delineated plans and procedures far 

9. ... iderttifying current and future staffing needs. 

10* ... developing job descriptions and qualifications for all project staff. 

11. ... recruitment thdt meets the needs of the project and falls within legal guidelines. 

PJ^ySICAL ARRANGEMENTS . 

The project has a written statement of and/or clearly delineated plans and procedures for . 

12. , . . preparing the project's physical facilities. 

13. . . « identifying equipment and supplies to be purchased. ^ 

14. ... meetingthe transportation needs of children, parents and/or staff. 



Not Relevant^^ ^ ^ 
To The Project \ 3g 

Must Be Considered h 
And Planned ^ 
2 

Task Partially S 

Task Completed/ h 
in Operation en 


Pesired Change In 
Status During This 
Year 
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ADMINISTRATION ANO'MANAQEMENT COMPONENT 




CURRENT PROJECT STATUS 



FINANCIAL AbMINISTRATION 

The project has a mitten statement of and/or clearly delineated plans and procedures for . . . 
15. . . reviewing the budget during the current year. 

16\ . . . expending funds, accounting for expenditures, initiating budget changes and purchasing. 
17. ... meeting the cost analysis information needs of the project. 
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EVALUATION PLANNING 

r/>e pro/ecr />as a ivr/ffen statement of and/or clearly delineated plans and procedures for . . . 

18. : . . identifying 'He aud-ences for the evaluation and their information needs. 

19. ... identify mq the majo' a' eas of the program to be evaluated. 

20. ... determining the specific kinds of information to be collected for each selected 

cbmponent. 

21. ... selecting the p/ocedures,and/or instruments for coll'ecting the required inforniation. 

22. ... selecting procedures to be used in analyzing and interpreting the data. 

23. ... determining staff and nonstaff (if applicable) responsibilities for evaluation. 

24. ... establishing a timeline for data collection and analysis. 

25. ... determining procedures for presenting the evaluation to its intended audiences. 

26. ... establishing a System for cqntinuous evaluation feedbaqk to the staff. 
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RECORDS AND REPORTS 

The project has a written statement of and/or clearly delineatecl plans and procedures for 

27. . , . designing a recrf^is and filing system for each project component. 

28. ... preparing reports to BEH, the local fiscal agency and/or potential sources of 

continuation funding. ' , 
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AQMINISTRATION AND MANAGEMENT COMPONENT 



CURRENT PROJECT STATUS 
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The project has a written statement of and/or clearly delineated pl^s and procedures for 

29. ... determining the advisory board's membership. 

30. ,. . ./determining the roles and functions of the advisory boiard. 

31. ... scheduling and conducting advisory board meetings. 
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COORDINATION WITH OTHER AGENCIES 

The project has a( written statement ofan^or clearly delineated plans and procedures for . ; . 

32. ... establishing liaison yy'th other local ^nd state agencies. 

33. ... participating in plar-ur g efforts for services to young hahdicapped children and their 

families at -he CO' imur.ity and/or state level. ' 



OTHER CONCEPTUALIZATION TASKS: 
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Implementation 
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PROGRA^ PLANNING 

34. Project goals and objectives are being reviewed and/or revised to reflect any sliifts In program 
>rannlh9 and <ii9\?iBip(¥ni$n(t 0 

35. Progress toward the Qchieivement of each project goal and objective is being maintained 
according to esta^llsl^ed timehned. 0 

36. All aspects of the project's organizational structure are operational. * 0 
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ADMINISTRATION AND MANAGEMENT COM>ONENT 



37. The roles and responsibilities between the project and its local fiscal agency are being carried 
out as established. 

38 Regular project review procedures are being carried out as established. 

39 Procedures for providing informed consent, due process and assurance of confidentiality 
are being carried out as established. " _ 

PEfisaNNEL ^ : - 

40: Project Staff have been hired. 

41. Project staff are carrying out their respective responsibilities as described in their job ' 
, ■ descriptions. 

PHYSICAL ARRANGEMEN IS 

42, Needed physical facilities hav^een secured and/or prepared. 
43V Supplies and equipment have been purchased, 

44. The transportation system is in operation. 

. • ■ 

FINANCIAL ADMINISTRATION , 

45. Procedures for expending and monitoring project funds have been implemented. 

46. Proc^tjires tomeetthecostanalysisinformationneedsof the project have been 
impi^ented. , > 

.;. - i> . ; . ' ' 

EVALUATION PLANNING 

47. All instruments and procedures have been purchased and/or developed. , 

48..'7\ system for collecting/ storing^^ 

program component. ♦ 

49. Methods for processing and analyzing data are operational. 

50. Mechanisms for preparing reports containing evaluation data for target audiences 
are operational. 



CURRENT PROJECT STATUS 
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^^^DMINISTRATION AND MANAGEMENT COMPONENT 



51. A system for regularly providing evaluation feedback to the staff is operational. 
RECORDS AND REPORTS 

52. The records and filing system(s) are established and operational. 
53 Reports are being prepared as required or needed. 

.)...■■-.. , V ■ - ... 

ADVISORY BOARD 

54. The advisory b 3rd met -I'jership is complete. , 

55. The advisor / 1 nard is fulfilling its roles and functions. 

COORDINATION WITH OTHER AGENCIES 

56 Information is being exchanged with other preschool programs and agencies. 

57. The project is represented in community/state planning Efforts for providing services 
to young handicapped children and their families. 

58. The children being served in the project are included in the LEA/SEA child count. 



OTHER IMPLEMENTATION TASKS: 



cOrrent project status 
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ADMINISTRATION AND MANAGEMENT COMPONENT 



Evaluation 

59. Evaluation data on goals and objeqtives/elated to administration are being collected. 

60. A list of the project staff, job titles and role descriptions is available. 

61 . An organizational chart showing staff responsibilities and coordination is available. 

62. Evaluation reports and/or other required records and reports are available for review, 

63. Documentation of contacts, referrals and other coordinated activities with other 
agencies is available. 

64. Minutes of advi? iry board meetings and documentation of other advisory board activities 
are available 



CURRENT PROJECT STATUS 
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SERVICES FOR CHILDREN COMPONENT 

This component identifies tasks related to providing services for the project's children. 
It includes locating, screening and adnnitting children into the project. It also deals with curriculum 
development and carrying out I EP's. 



CURRENT PROJECT STATUS 
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Conceptualization 



1. The project has a written statement of the philosophy/theoretical approach to the project's 
services to young handicapped children. 

2. The project has a written statement of goals and objectives for the Services for Children 
Component. ^ 

3. The project has a written statement of the number and type(s) of children to be served (by 
age! and handicapping condition). 

The project has a wr, tten stdtpm ^nt of and/or clearly delineated plans dnd procedures for . . . 

4. ... locating chili ren th i\ miijht be eligible for the project (case-finding). 

5. ... screening children to determine their eligibility for the project. 

6. ... admitting children into the program (including established admission criteria). 
7.. ... referring handicapped children who are not admitted into the project 

8. ... providing an assessment for each child admitted to the project that is appropriate and 

non-discriminating. 

9. ... developing an individualized educational plan (lEP) for each child admitted lo the project 

that conforms to state and federal guidelines. 

10. ... uSing assessment data iq the development of the annual and short term goals in a child's 

lEP. ' » ■ 

11. ... developing instructional plans to meet the annual and short term goals in a child's lEP. . 

12. ... collecting data on each child's progress toward annual and short term goals and using the 

data for decision making. 

13. ... documenting the progress of children using reliable instruments administered at program 

entry and at predetermined points in time. 

14. ... developing or adopting an overall curriculum for the project. 

15. ... acquiring services for children from other agencies. ^ 
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SERVICES FOR CHILDREN COMPONENT 



CURRENT PROJECT STATUS 
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6» 

V/ie pro/ecr />as a written statement of and/or clearly delineated plans and procedures for r. 

16. ... assistingbther programs into which children are placed when they leave the project. 

17. ... assigning! staff responsibilities within the Services for Children Component. 

18. . . . maintaining records on the activiticis of the Services for Children Component. 



io 

0 



1 
1 

- 1 



2 
2 



3 
3 



OTHER CONCEPTUALIZATION TASKS: 
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Implementation 
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19. Casefinding activities are ongoing or completed for this year. 

20. Screening activities are ongoing or completed for this year^, 

21. The project has admitted and is currently serving the number and type(s) of children 
specified in its plans. 

22. Referral procedures for handicapped children who were not admitted to the project have 
been carried out. 

23. Assessment procedures have been carried out for each child admitted to the project. 

24. An lEP has been developed for each child admitted to the project. 

25. Procedures for developing instructional plans for each child and collecting data for instruc 
tional decision making have been implemented. 

26. Procedures for documenting the progress of children using reliable instruments have been 
implemented according to established timelines. 

27. An overall curriculum for the project has been developed or adopted and is being 
implemented. • 

be 
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SERVICES FOR CHILDREN COMPONENT 



CURRENT PROJECT STRATUS 
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28. Sufficient curriculum materials have been acquired to carry out the project's instructional 
program. 

29. Records are being maintained on the activities of the Services for Children Component. 

30. An individual recofd file on each child served by the project is being maintained. 

31. Procedures for securing services for children through other agencies have been implemented. 

32. Procedures for assisting a child's transition into another progranfi have been implemented. 
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OTHER IMPLEMENTATION TASKS: 
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Evaluation 
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Data are being collected to . . . 

33. . . . document that the criteria for selection of children for project services haye been 

established and are being followed. 

34. ... document services provided or secured for children not accepted into the program. 

35. ... document other services (external to the project) obtained for project children. 

36. ... document that the planned services were provided to project children. 

37. ... document the extent to which each child has attained the instructional objectives 

ofthelEP. 

38. ... document the extent to which the goals and objectives of the Services for Children 

Component have been attained. 

39. ... document the extent to which parents are satisfied with project services for their 

children. 

40. ... document the progress of children apart from each child's lEP. 



0 
0 
0 
0 

0 

0 

0 
0 



2 
2 
2 
2 



2 
2 



3 
3 
3 
3 

3 

3 

3 
3 



6i 



SERVICES FOR PARENTS COMPONENT 

This component identifies tasks that relate to the project's program for serving parents 
and other family members and for involving parents in project operations. Tasks in this section 
may also apply to other caregivers such as aides (in institutional settings) or foster parents. 
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Conceptualization 



1. 


The project has a written statement of the philosophy for parent and family involvement 












with the project. 


0 


1 


2 


3 


2. 


The project has a written statement of goals and objectives for the Services for Parents 












Component. 


0 


1 


2 


3 


7/)t' protect has a written sti^e/nent of and/or clearly delineated plans and procedures for . . . 










3, 


... orienting pi- ents dii.* jther family members to the project. 


0 


1 


2 


3 


4. 


. . detern:iii irn the nee .j i f parents that can be addressed by the project. 


0 


1 


2 


3 


5. 


. . . providing direct project services for parents. 


t) 


1 


2 


3 


6. 


. providiny types of parent involvement other than receiving direct Services, 


0 


A 


2 


3 


7. 


. . . identifying n^eds and acquiring services for parents from other agencies. 


0 


1 


2 


3 


• 8 


. . providing information and involvement for parents as required in PL 94 142 and HCEEP 












guidelines. \ ' - 


0 


1 


2 
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9. 


, . . assigning staff responsibilities within the Seryices for Parents Component. 


0 


1 


2 


3 


10. 


. , . maintaining records on the activities of the Services for Parents Component. 
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1 


2 
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OTHER CONCEPTUALIZATION TASKS; , 
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SERV ICES FOR PARENTS COMPONE NT 



CUR RE NT PROJECT STATUS 
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implementation 



Il- 


■'' • . ■ ■ . ■ ' ' ' < ■ • . . ' . • • 

The philosophy, goals, and objectives for parent and family inyojvement has been 
communiCqieu lo sidTT dnu parcnib. 


0 


■ 1 


2 


3 • 


ia 


Materials necessary for implementing the activities of the Services Parents Component 
have been developed and/br acquired. ^ 


0 




2 


-3. ■ ■ 


13. 


Procedures for orienting parents and other family members to the project have been ; 
implemehted. • 


0, 




2 




14. 


Procedures for dc^termin iig the needs of parents ^ 


0 


1 




: ,3 ■ ; ■ ^■ 


1B. 


Prbcedures^for f "^ovidin^., r'irect prdject services for parients have been implemented. 


0 


1 


2 


■ 3/ : 


16 


Prdi^ures for orovidinr .y es of parent invotvemient cither than receivmg direct projiect 
services^^ave be^n imp.ijmented. _ , 


0' 


1 ' 


2 


^ 3 . 


17. 


Procedures lor identifying needs and acquiring services for parents from other agencies have 
been irfiplemented. ' ' ' 


0 


1 


2, 


3 


18. 


Procedures for providing information and involvement for parents as required in PL 94-142 
and HCEEP guidelines hQve been implemeated. 


0 


1 


2 




19. 


Records on the activities of the Services for Parents Component are being maintaihed. 
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1 


2 


3 


OTHER IIYIPLEMENTATION TASKS: 
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SERVICES FOR PARENTS COMPONENT 



CURRENT PROJECT STATUS 
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Evaluation 



Data are being collected to .. . 

^0. ... document existing needs of project parehts. , 

21. . . .|document the extent to which planned services have been delivered. 

22. ... document the extent to which other types of parent involvement have occurred. 

23. ... document the extent to yyhich goals and objectives of the Services for Parents 

Component have been attained. 
24: ... document the extent to which parents are satisfied wtth project services for themselves, 
25. . . . document tht extent or progress (or change) in parents where appropriate. 
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STAFF DEVELOPMENT COMPONENT 

This component identifies tasks that relate to the professional development of project 
staff. It includes determining staff development needs, resources, and plans to meet those needs. 



CURRENT PROJECT STATUS 
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Conceptualization 



1 The project has a written statement of goals and objectives for ^he Staff Development 
Component. 

The project has a written statement of and/or dearly delineated plans and procedures for . 



2. . 


. . orienting staff to the, project and the Handicapped Children's Early Education Program. 


0 


1 


2 


3 


3. . 


. . identifying the competencies necessary to fulfill each staff role. 


0 


1 


2 


3 


4. , 


.. determining staff development/training needs. 


0 


1, 


2 


3 


5. . 


. . a staff develo jment/tibining program that addresses the currently identified needs. 


0 


1 


2 


3 


6 . 


.. assigning btai'' responsibii ties within the Staff Development Component. ' 


0 


1 


2 


3 


7. . 


. . maintaining records on the activities of the Staff Development Component. 


0 


1 V 


2 


3 


OTHER CONCEPTUALIZATION TASKS: 
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Impleinentation 



ERIC 



8. Current staff have been oriented to the project and to the Handicapped Children's Early 
Education Program. 

9. Staff development/training needs have been identified 

10. Resources needed for implementing the staff development/training program have been 
acquired. 
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STAFF DEVELOPMENT COMPONENT 



r 



CURREN r PROJECT STATUS 
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11. Staff development activities are ongoing and/or completed, 

12. ^Records on the activities of the Staff Development Component are being maintained. 



0 
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OTHER IMPLEMENTATION TASKS: 



Evaluation 



0 
0 



2 
2 



3 
3 



Daia are being collected to .. . 

13 ... document the existing staff development needs of project staff. 

14. ... document the extent to whiph all planned staff development activities vvere provided. 

15. ... docdTient the extent to whil^h goals and objectives of thife Staff Development,€omponent 

have been attained. 

16. ... document the extent to which staff members were satisfied with the staff.development . 

prograpri. ; „ , - 

17. : . . document the extent of progress or change in staff knowledge/skills as a'result 

of staff development activities (where appropriate). 

18. ... document the extent to which project staff have acquired the competencies necessary 

to fulfill their respective staff roles. _ - . ■ 
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DEMONSTRATION, OISSEMINATION AND CONTINUATION COMPONENT 

This section identifies tasks related to the project's plans for impacting upon its com 
munity and state during the three year demonstration phase. It includes plans for communicating 
^ with the general public and with specific target audiences. Ifalso deals with plans for acquiring 
continuation funding beyond the three years of BEH support. 



1 



CURRENT PROJECT STATUS 
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Conceptualization 




1 . The project has a written statement of goals and objectives for the Demonstration, 
Dissemination and Continuation Component. 

The project has a written statement of ar)d/or clearly delineated plans and procedures for . . • 

2. ... developing public awareness of the need for services for young handicapped children. 

3. \ . . providing information to the public about the project. | J 

4. ... selecting the aspects of the project that will be disseminated. 

5. ... selecting the target audiences for the project's demonstration and dissemination 

activities. 



0 1 2 3 
0 1 2 3 
0 12 3 



0 1/2 3 

\ 6. .. ..influencing the selected target audiences. 0 1 2 3 

7. ... developing specific products to be used in demonstration and dissemination activities. 0 12 3 

^ . . . \ n 1X2 3 

8. . . . demonstrating the project to on-sue visitors. \ " \ 

. ^ 9. carrying put dissemination actiyitigs with the selected target audiences.^ 0 1 ^ 2 , 3 

10. ... identifying pbtential sources for cohtinuation fundihg. ' ^ T 01 ^2 * 3 

11. ... collecting and organizing the information needed for soliciting continuation funding. 0,1 2 3 
12 .. . presenting the project's request for continuation funding to the identified J 

funding sources. 0 12 3 

13. ... assigning staff responsibilities within the Demonstration, Dissemination and Continuation 

Component. 0 12 3, 

14 maintaining records on the activities of the Demonstration, Dissemination and 

Continuation Component. 



0 1 2 



OTHER CONCEPTUALIZATION TASKS: 
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DEMONSTRATION. DISSEMINATION AND CONTINUATION COMPONENT 



CURRENT PROJECT STATUS 
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Implementation 



1 5. Plans for developing public awareness of the need for services for young handicapped children 
have been implemented. 

16. Plans for providing information to the public about the project have been implemented 

1 7. The target audiences for the projefct's demonstration and dissemiriation activities have 
been selected. ' ' 

18. All planneddemonstrat. on/dissemination products have been develofJed. 

19. Procedures for Jemons*. iting the project to on-site visitors have been implemented. 

20. Procedures c carrying uu* dissemination activities vvith selected target audiences 
have been implerhenlecJ. 

2 1 . Potential sources for cpntinuation funding hav% been identified. 

22. Information needed for sbliciting continuation funding has been collected and organized 
for presentation to identified continuation funding sources. 

23. Strategies for presefiting the project's requests for continuation finding are being carried out. 
24 i^ecbri^^ on the actw^iues oiJthg Derponstration, Dissemination and Continuation Component 

are being maintained. \ * 

OTHER IMPLEMENTATION TASKS: 
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DEMONSTRATIOW. DISSEMINATION AND CONTINUATION COMPONENT 



CURRENT PROJECT STATUS 
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Evaluation 



Data are being collected to 



25. 
26 
27, 

28. 
29. 



doqument the level of knowledge of persons receiving demonstration information 
(where appropriate). ' ' v \ , 

. document the extent to which all planned demonstration, dissemination and 
continuation activities were carried out. \ 

. document the extern lo which the goals and objectives of the Demonstration, 
Disseminatu n,and Continuation Component were met. 

, documei I the tjxieh« lo which demonstration and dissemination audiences were satisfied 

with the act. vities iwhero appropriate). 
, . document the number of replication sites and number of children served in each site 
(where appropriate). , , 
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m)(NACENENT FUNCTIOti 
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PftOCIUM EVAIUATION 
m MODIFICATION 



PROGItAM MAinn- 
flAflCC ANMNSTITii* 
TtOMALUATION 



4 YEAR ONE - ^ULY THf^OUGH DICFMRER FIRST MID YFAR REPORT A 



Review of philoso- 
phical approach 
«fter funding 



li^Hcatlofis for 
<>ther activities 



Adaptation and 
changes In approach 



Begin process of 
Making others aware 
of approach 



Written specifica- 
tions fpr target 
population and 
referral Vi^ocedures 



_ 0 0 P L 

INTERVENTION 



Select appro- 
priate curri- 
culum, assess- 
ment procedures 



COMPONENT^ 

SERVlCtS TO PAROffs" 



STAFF DEVtLOPHENT 

Write and review; 
position description 
and compare with 
other components. 



Hire staff and begirt 
staff developmient 
process 



Write parent 
progranmlnq proce- 
dures 



EVALUATipN_ 

Evaluation 

design; 
draft writ- 
ten ; data 
collection 
begun on 
staff deve- 
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I rHONSTRATION 



Iderttify various Infonn 



professional and 
parent groups 
as potential 
Interested 
parties 



oTsseMinaiTS 



papers, 

TV. news 

media, of 

project. 

Alert 

agency 

officials 
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TION 



PROGRAM 
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A YEAR ONE - JANUARY THROUGH JUNE FIRST: ANNUAL REPORT A 
MODEL COMPONENTS 



co nceptOa lization 



Conceptualization 
should be firm at 
this point but 
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TARGET POPULATION 



Selection of Child- 
ren begun, begin- 
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appropriateness 
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Ing begun 
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$taff development 
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target audience 
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nity members 
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Begin to 
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cally look 
for contin- 
uation funds 
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look for . 
external 
target ^or 

possible 
replication 
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in Profile Page 



-S£aV4C€^ FOR CIULO PE N COMPONEN T 1 

Tlws component identifies tasks, related to providing services for the project's children 
It includes locating, screening and admitting children into the project. It also deals with curriculum 
development and carrying out I EP*^. 
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Conooptualization 
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3. 



4. 

5. 

6. 

7.. 
8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 



1. The project has a written statement of the philosophy/theoretical approach to the project's 
services to young handicapped children. . 

The project has a written statement of goals and objectives for the Services for Children 
Component 

The project has a written statement of the number and typels) of children to be served (bv 
age and handicapping condition). . 

The project has a written statement of and/or clearly deliheated plans and procedures for... 

. . locating children that might be eligible for the project (case-finding). 

. screening children to determine their eligibility for the project. 

. . admitting children into the program (including established admission criteria). 

. referring handicapped children who are not admitted into the project. 

. providing an assessment for each child admitted to the project that is appropriate and 
nondiscriminating. 

. developing an individualized educational plan (lEP) for each child admitted to the project 
that conforms to state and federal guidelines. 

. using assessment data in the development of the annual and short term goats in a child's 

. develpping instructional plans to meet the annual and short term goals in a child's lEP. 

collecting data on each child's progress toward annual and short term goals and using the 
data for decision making. 

. documenting the progress of children using reliable instruments administered at program 
entry and^f predetermined points in time. 

. developing or adopting an overall curriculum for the project. 

. acquiring services for children from other agencies. , 

• ■ 1' ' 

'■ ' 
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HCEEP Demonstration Project Profile 
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Summary Page 
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LHCEEP DEfWNSTRATION PRnjECT PROFILE^ 
Summary Page 



Ofrections: (1) Af^r cfM^letlng the entire HCEEP Ocmonslratlon Project Profile: A Needs Assessment Instrument , CIRCLE the numtjers of each task In each pro- 
grafi>toiiiponent that you Indicated a aesire for change In status during the current funding y^ar. 

(2) PUce a "X" through any circled task number that you Indicated a need for "outside" or technical assistance. 

(3) Example: Q 2 3 {g} 5 i^))S} 8 



Administration and Hanagenent Component 
Progran Plannliig ......... 

Personnel ............ 

Physical Arrangements 
Financial Administration . ... 

Evaluation Planning 

Records and Reports 

Advisory Boards . . ........ 

Coordination Mith Other Agencies . 



II. Services to Children Component 



PROGRAM OEVELOPMENT PHASES 



Conceptualization 



12 3 4 5 6 7 8 
g 10 n 
12 13 14 
15 16 17 

18 19 20 21 22 23 24 25 26 

27 28 
29 30 31 

32 33 
Ot. 



1 2 3 4 5 6 7 j3 9 10 11 12 

13 14 15 16 17 18 

Ot. 



Implementation 



34 35 36 37 38 39 
40 41 
42 43 44 
45 46 

47 48 4g 50 51 

52 53 

54 55 

56 57 58 
Ot. 



19 20 21 22 23 24 25 26 27 

28 29 30 31 32 

Ot. 



Evaluation 



,59 60 61 62 63 64 

Dt. 



33 34 35 36 37 38 39 
40 

Ot. - 



III. Services to Parents Component 



1 2 3 4 5 6 7 8 9 10 • 
Ot. 



11 12 13 14 15 16 17 18 19 
Ot. 



20 21 22 23 24 25 
Ot. 



IV. Staff Oeveloproent Component 



1.2 3 4 5 6 7 
Ot. 



8 9 10 11 12 
Ot. 



13 14 1,5 16 17 18 

Ot. _ 



V. Oemonstrat1on« Olssemlnatlon and Continuation Component^ 
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1. 2 3 4 5 6 7 8 9 10 11 12 
13 1,4 Ot. 



15 16 17 18 19 2121 2L23 
24 Ot. 



25 207 28 29 
Ot. 
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Example OF Memorandum of Agreement 
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E 'X A M P L E 



Number Of TAA's enclosed 



TAOS TA Coordinator: Name 



MEMORANDUM OF AGREEMENT 

BETWEEN 
TADS , 

Technical Assistance Development System 
University of North Carolina 
Chapel Hill,, North Carolina 

AND 



BABY Learning and PARENTING- Project 
City, State , 



> Talbot L. Black 

Associate Directori TADS 



Date 



Name 



titli 



Date 



ERIC 
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TECHNICAL ASSIi^NCE AGREEMENT 
Priority Number 1 



EXAM 



«D: 12345 



PROJECT NAME: " BABY Learning and PARENTING Project 
ADDRESS: 1 



DATE: 



NEED: 



Assistance 1r> the refinement and selection of appropriate and non^-discrtmlnatory assessment techniqu es 
for project's infants, ages birth to 36 months. V. ' , 



TAR^FT' 'Coordinator, Child Development Specialist, and H ome Therapists (5) 
^OCUSOF TECHNICAL ASSISTANCE: Skill Development ' 



Technical Assistance Objectives 



Technical Assistance Activities 



Technical Assistance Documentation 



!• By January 18, 19— 
the designated projec 
staff will be able to 
admlnlsteir the "Ordi- 
nal Scales of Psychp- 
logical Development'* 
and Interpret the 
results. 
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1 .1 By November 17; 19— the pro/ject will complete and send to 
TADS a Consultation Preparation Fomj. 

1.2 By December 1, 19— TADS will Identify and confirm with the 
project the consultant. TADS will support the consultant's 
services for up to 1 1/2 days and 1 visit to the project. 

1.3 By December 15, 19— TADS and the project will confirm the 



dates of the consultant's visit. 



1.4 



By January 11, 19— the consultant will visit the project 

for 1 1/2 days to provide training on the Uzglris and Hunt 

Scales through demonstration to and observation of the 
project staff. ^ 

1.5 ^By January 25, 19— the consul tan t will send ^to the project 
and a copy to TADS a summary report on thie Visit including 
recommendations for follow-up activities* 

1.6 By January 29^, 19— the designated staff will send TADS a 
completed Evaluation, of Consultation report form. 



TADS receives forms and 
reports referred to In 
Activities #1 .1, 1.5. 
and 1 .6. 
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Example opAECHNic/OkL Assistance 
Agreement Work Sheet 




EXAMPLE 



NEED 

pmomTY 

NUMICR 



[ 



TECHNICAL ASSISTANCE AGREEMENT WORK SHEET 



1 



PROJECT: 

I. NEED STATEMENT: "Assist^ce in re-Pir^giyigni a»Mi yg/gcilQi^ 6^ tKff^tt^/Jri^Ae 



FOCUS OF TICHNICAj^ ASSISTANCE: 

(Choose only QNE focus for each objective) 



X 



Knowledge^ and Awareness 
Skill Development 
Product Development 
peqision/Change 



III. TARGETS OF TECHNrCAL ASSISTANCE: 

(Ust by title the sUff person(s) involved in 
addressing this need) 

3 Uoinc Tl^TfkjbnfA 



V. TECHNICAL ASSISTANCE OBJECTIVE FORMULA: BY . 



IV. DEADLINE(S): 

(Date or dates of technical assis* 
tance objectives should be com* 
pleted) 



(See No. IV above for deadline(s) 



.THE. 



(see NoJM for targets) 



(choose pne of the following) 

a. (if the focus of technical assisunce is knowledge and awareness sute)< WILL BE KNOWLEDGEABLE (and then stat4 the specific knowledge 
to be acquired). ' ^ 

b. (if the focus of technical assisUnce is skill development state) WILL BE ABLE TO (and then state the specific skitl(s) to be acquired). 

c. (if the focus of technical assisUnce is product development state) WILL DEVELOP (apd then state the product to be developed)/ 

d. (if the focus oft technical assisUnce is decision/change sute) WILL SELECT. ADOPT^ OR REVISE (then state the decision/'Change to be 
made). 

TECHNICAL ASSISTANCE OBJECTIVE(S): use the aboye formula to write objective(ft) , , ' 



Ivij TECHNICAL ASSISTANCE ACTIVITIES: (check the technical assisunce delivery method or combination of methods that will be used to 
\/ ^ ^ . address the need) 
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X 



On*5ite Consulution ^^^^ Information Services .....^ Review and Critique Project Visitation 

Of f-SItt Consulution ...i.. Small Group Consulution Other (describe) 



Choose the Sequenct of Technical AsslsUnct Activities work sheet(s) 
thai corresponds to the delivery method setccUd in VI. above. Com- 
plete the work sheet(s) and atuch. , 
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- Example of 
Sequence of Technical Assistance Activities 



• • • • e X A rt P L E • • • • • 

SEQUENCE Of TECHNICAL ASSISTANqt ACTIVITIES 
I ON-SITE CONSUtTATIONsI 



0 

NEED 
PRIORITY 
NUMBER 



VII: SequtfKt of ActMtiM: Tht primvy purpos* for ihb form Is to IndlMtt tht data of tfit aciivitlcs that boih iht projeci lUff and TAOS 
need to Accomplish in ordtr to <ddrcii tht ttchniciJ asiistAnct objfctivt and nttd that art associattd with this activity tcquinc/ If mor« 
than ont obi«ciiv« is lUtad for an indhriduaJ nnd thtrt should bt scpuratt activities indicated for each objeciivt. Set Sicciion Ml of tht 
maftuaJ for a mort dttalltd discuMion of how to us« this form. (•Tht first step should occur at least two lo ihret weeks after completion 
of Iht nttds asiesamenL) ^ 

T ACTIVITY OESCRimON 



SOTEr 
Step 



2 By 



(8 weelispfior to Step 4) 



.(dale)/ 



ihe project will complete and send lo TAOS a Consuliaiion Prepa/ailon 
Form. 



» —.(dale), ...... ,1. . . TAOS will ideniify and confirm wiih ihe projeci consuluni(s). TAOS 

{6 weeks prior loSiep 4) > will support ihe consulunt*s services for up to X-^days and —JL- visit* 

10 life pro|ect. (Specify ihe number of consultani days and visits ) 



TAOS and ihe projectwill confirm ihe dales qf ihe consulianfs visit. 



3 oy /)€ccf>ib€r /y^ 

' (4 weeks prior lo Step 4) 

By A^^^ry 1^210) il,, consulunt will visit ihe project for V days lo 

(as requesied by ihe protect) 



By *\atH»ttry ^fit" : (daie). 

(2 weekt arier Scep 4) 

By 4<^T^f*nry "^-^i /t— (d«tt). 

(2 weekiarterSlep 4) 



(PleMc ipeciry number of dayi of coniuliani'i firii vim and ihe ipeciflc 
luks lo ^e addreued, uu ihe back of ihii romt tf more ipace is needed.) 

Ihe consulianl will tend lo ihe projeci and a copy lo TAOS a lummary 
report on ihe vifii inclt|drng recommendaiions for follow-up acilviiiei. 

Ihe designated surr will tend TAPS a compleied Evaluation of Consulu- ' 
lion report form. 



Since these tieps represent ihe minimal preparation and follow-up acilvliies, you are encouraged lo build in other ahivliies ihai will help 
both you and TAOS to address ihe need and obieciive. Please use ihe below space and ihe reverse of ihls page. Be sure lo dale ihe acil- 
viiy and fit ii inio ihe sequence above by re-numberln| ihe steps. 

— By . : 



VIII. RECOMIMENOATIONS, QUALIFICATIONS, AND OTHER INFORMATION: Please list below any specific qualificaiions ihe consultant 
thould have and/or rtqucstcd consulianu for ihls KtJvity. 



ERIC 



ATTACHMENT 9 



Needs Assessment Summary Report 



119 



TECHNICAL ASSISTANCE DEVELOPMENT SYSTEM 
. NEEDS ASSESSMENT SUMMARY REPORT ^ 



NAME PROJECT: 
ADDRESS: 



TELEPHONE NUMBER: 



PROJECT'S NEEDS 

ASSESSMENT FACILITATOR: ' 

'■ '■ (TITLE 



NEEDS ASSESSOR (If provided by TADS); 
DATES OF NEEDS, ASSESSMENT: 



TADS TECHNICAL ASSISTANCE COORDINATOR:' 
PROJECT STAFF INVOLVED 



-t 



Name and Title Name and, Title 



\ 

A BRIEF AGENDA OF THE TWO DAYS 



Please continue on back If needed. 



